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How to Register a Job Seeker in CalJOBS 
 
This Help Sheet describes step by step how to register a Job Seeker in CalJOBS. All 
participants served in WIOA must be registered in CalJOBS. To register a job seeker, 
please login to the system. Before registering the client, make sure to search the 
system for the client using a unique identifier such as the social security number. This 
will help prevent creating duplicate profiles.   
 
 
 
Registering a Job Seeker: 
 

1. To register a job seeker, navigate to the left side and hover your mouse over 
“Manage Individuals” and click on “Create an Individual”. 
 

(Note: You may 

search if the client has 

an existing profile 

with the SSN here.) 
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2. On the first page of registration you will need to create a unique username and password 
(minimum of 8 characters) for the job seeker. For the user name, you must include 
characters, letters or numbers for security purposes, such as ‘John123’ or ‘John@’ or 
‘John123@’.  

 
The password must include 8-20 characters and at least one uppercase letter, lowercase letter, one 
number, and one special character for example, “Password1#”. Then choose a security question 
and response in case of recovering your password. 

 
Enter the Social Security Number and the primary location of the participant’s place of 
residence. Next enter the individual’s demographic information (Age, Gender, and Date 
of Birth).  
 

 
 
 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 

To verify Selective Service 
registration, click on the link under the 
drop-down to verify the job seeker’s 
information on the Selective Service 
website. Please note, males born on 
or after January 1, 1960 must be 
registered for Selective Services who 
are 18 but not yet 26 years old. If 
selecting female, the question will 
automatically select “not applicable”.  

 
 

 
 

(Note: If the client is not authorized to 

work in the U.S, the system will not 

allow you to continue and will give you 

the below error message. Without 

authorization to work, it defeats the 

purpose of providing services for 

individuals to obtain employment.) 
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3. Enter the name of the individual. 

 
4. Enter the individual’s Residential Address. If you do not have the zip code, you 

may search the location using the ‘Find zip code’ link.(Note: If the mailing 
address is different than the residential address, please provide the mailing  
address as well. If selecting “Yes” to being homeless, a prompt follows.) 
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5. Enter the individual’s Phone Numbers.  
(Note: Only the primary phone and type are required. All other fields are 
optional.) 

 
 

6. Enter the individual’s Preferred Notification Method and Site Access for the 
individual. 
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7. Enter the Individual’s Citizenship and Disability information.  
(Note: Disability information is optional and will be kept confidential and is only 
used for determining eligibility.)  
 

 
 
 

(Note: Answering the following 

questions pertaining to disability 

is required. You may choose “Not 

Specified” if you choose not to 

answer.) 

 

(Note: Selecting “U.S Permanent 

Resident” or “Alien/Refugee 

Lawfully Admitted to U.S” under 

citizenship will provide additional 

required fields. 

 



 
 

 

 7 

Los Angeles Community and Senior Services 2015 

8. Enter the Individual’s Education Information. 

 
 

9. Enter the Individual’s Employment Information and Farm Worker information. 

(Note: Selecting “Yes” under Farm Worker Information will require additional  

questions to be answered. It will show the type of Farm Worker at the end.) 
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10. Enter the Individual’s Desired Job. If the desired occupation does not 

populate automatically, then click the “Search for an occupation” link to 

search for the specific title and code that is closest to the desired job title. 

(Note: “N/A” is not an available option, therefore, if the job seeker is unsure, 

or has multiple desired occupations, they must narrow it down to their top 

choice.) 

        

11.  Enter the Individual’s Ethnic Origin. You may select multiple race categories 

identified below. Some race categories have subcategories to choose from. 

(Note: You may choose to select “do not wish to answer” in this section even 

though it is a required field.) 
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12. Enter the Individual’s Military Service information.  

(Note: The only field required is if the individual is currently serving active duty.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Note: If selecting “Yes” under Military 

Service, you will be asked to provide 

additional information about the 

individual.) 
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13.  Enter the Individual’s Public Assistance information.  

(Note: Entering “No” in the State’s Foster Care System question will prompt 2 

questions regarding household information.)  

 

 

 

 

 

 

 

 

 

 

 

 

 

Public Assistance is the last registration screen. Click ‘Finish’ and this will complete the 

job seeker’s CalJOBS registration. Note that the information entered is not saved 

until you select ‘Finish’. Therefore, if you exit the browser, or are interrupted 

before selecting ‘Finish’, it will cause all the previously entered data to be lost 

and the registration process will need to be restarted. 

If a mistake is made during the registration process, you can go back and make the 

appropriate change in the previous section, or sections, by using the ‘Back’ button. You 

may go back and change any fields as necessary after completing registration with the 

exception of the Social Security Number, in which you would need to contact the 

CalJOBS Tech Support Team to make the correction. 

 


